BLOOMINGTON PUBLIC SCHOOLS, SCHOOL DISTRICT 87

Position Description

Job Title:  Assistant Principal

      Position Level:  Building Educational Administrator

Location/Department:   Bloomington High School
                                           FSLA Status:  Exempt

Reports to:                     Principal
                                                       Date Prepared:  September 2002



Job Summary:  

The Assistant Principal contributes in administering and supervising the school in all phases assigned.  The Assistant Principal is primarily responsible for administering the school discipline system, supervising and evaluating staff and departments as assigned by the Principal.

Supervision:
Full and part time teaching staff assigned by the Principal; hall monitors; lunchroom  supervisors; one secretary; office and technical employees as assigned; cooks; custodians.

Job Duties:

· =    Essential Functions

· Provides leadership to develop and to improve the instructional programs through school improvement process.

· Assists in organizing and developing a school climate that promotes adequate discipline of students, rapport with teachers, and understanding of parents to facilitate an excellent learning environment.

· Administers the building discipline system.

· Evaluates teaching staff, program assistants, and office and technical employees as assigned by the building Principal.

· Supervises the cafeteria daily during the lunch periods

· Attends IEP, 504, MDC, and any other meetings as requested and/or as necessary.

· Schedules Saturday School and PM School; schedules the supervisors.

· Supervises extra curricular activities as assigned.

Assists in the development of in-service activities for School Improvement Days, Institute Days, and faculty meetings.

· Provides leadership and assist in the development and implementation of the school improvement plan for the school.

· Becomes knowledgeable about the accounting procedures and assists with the budgeting process and teacher attendance as assigned by the Principal.

· Attends department meetings as assigned by the Principal.

· Supervises the completion of the monthly attendance report and the attendance records;  including reviewing these records to insure that school staff members are following ISBE requirements and reporting of data.

· Completes all reports and special duties assigned by or with the approval of the Superintendent.

· Cooperates with all appropriate administrative personnel, teaching staff, parents, students, and others in assuring the best education for all pupils.

· Knows and understands the provisions of all collective bargaining agreements to properly administer those provisions for which the Principal is responsible.

· Completes all reports and/or additional duties as assigned by the Principal.

· Serves as the acting Principal in the absence of the twelve-month associate Principal.

· Devotes a minimum of 5% of the normal work day to the safety of people involved with the school system and to safeguard the buildings, furnishings, books, and apparatus contained therein from damage and insure proper care and cleanliness.

The above description covers the most significant duties performed, but does not exclude other occasional work assignments not mentioned, the inclusion of which would be in conformity with the skills and responsibility levels appropriate for this position.


Minimum Requirements:

Education:
Master’s Degree, with an Illinois General Administrative Certificate

Experience:
2 years prior teaching


Contract Period:

10 months (220 days)


Approvals:

Reviewed and approved by: _________________________________________________   Date:  _____________

Human Resources: ________________________________________________________   Date: _____________

Assistant Principal BHS

